


NONAPPROPRIATED FUND POSITION DESCRIPTION
JOB TITLE:Commercial Sponsorship Technician POSITION NUMBER 01-0074
JOB SERIES: 1101 PAY LEVEL: NF-3 Summary of Duties:
Positions at this level do not have personal signature authority for the total commercial sponsorship program.
Responsible for assisting in the planning, organizing, contracting, administering, and monitoring of the commercial
sponsorship program. Develops a diversified commercial sponsorship program. Solicits sponsorship through
advertisements, letters, and personal contacts. Develops collateral materials in support of the solicitation. Develops
proposal packages and negotiates best terms for MWR. Initiates contracts and ensures they are agreed to/signed by
the appropriate person. Drafts sponsorship agreements and coordinates/staff actions with the appropriate agencies,
such as legal counsel. Ensures the development and completion of evaluation/follow-up, reports. Develops training
and education materials on event marketing and commercial sponsorship for MWR departments.
Performs other related duties as assigned.

Minimum Qualifications:
Three years of experience that demonstrate the ability to research companies for commercial sponsorship and
negotiate terms of a contract. Excellent communication skills both written and oral to solicit commercial
sponsorship and negotiate contracts and to write after action reports. Ability to interpret DoD and USN policies
concerning sponsorship agreements and contracts.


